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STATUS REPORT ON THE STUDENT WORKER PROGRAM

As of August 25, 2008, there were 867 Student Workers in the Student Worker, Student
Professional Worker |, and Student Professional Worker Il classifications throughout the 39

. County departments. However, based on the student and department needs, the actual number
of Student Workers varies daily. In response to your July 22, 2008 motion regarding the
Student Worker Program, we have summarized below the current status information for each of
the specific elements of your Board’s instruction:

1. Develop a program manual (estimated timeframe 60 days).

e The Department of Human Resources (DHR) will develop a manual that will
outline the policies, procedures, and guidelines to be utilized by line department
human resources staff and the Human Resources Analyst IV who is responsible
for the coordination of the program.

2. Develop a policy definition of a "Student Worker” (attachment 1).
e DHR has developed a proposed policy definition of a "Student Worker’ as
detailed in the attached class specifications (Student Worker, Student Professional
Worker I, and Student Professional Worker II) and a proposed draft policy which
will apply to all three classes.

“To Enrich Lives Through Effective And Caring Service”
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The definition for a Student Worker is:

° At least 16 years of age and currently enrolled in an accredited college,
community college, or business college having academic standing equivalent
to at least a freshman in college; or currently enrolled as a junior or senior in
high school.

The definition for a Student Professional Worker | is:

° Currently enrolled in an accredited college having academic standing

equivalent to sophomore, junior, or senior year. o
The definition for a Student Professional Worker Il is:

o Currently enrolled in an accredited graduate college or university program

leading to a Masters or Doctorate Degree.
The following applies to all three classes:

o Works as a temporary, part-time employee (hourly as needed) without
exceeding 40 hours per week; maintains a C or better; and, not to exceed six
(6) years of continuous work.

o Performs duties in order to obtain valuable work experience while being
encouraged to complete the student’s educational goals.

° Strives to attain certification or a degree within six (6) years.

Departments should develop a plan for Student Workers, who have been employed for six (6)
years or more, to vacate the Student Worker series and compete for other assignments for
which they qualify, thereby making the series available to new students. Departments may
request DHR to make an exception to the six-year maximum rule based on extraordinary
circumstances, such as a student who started in high school and is now working on their
graduate degree.

3. Devise a mechanism for ensuring that all Student Workers receive a baseline of
extracurricular enhancement opportunities (estimated timeframe 180 days).

o Departments will be responsible for using the Learning Management System to
track what classes are available, and appropriate, for student workers, and the
progress of each participant.

° Each departmental human resources office will promote a DHR Web page to
make available educational and extracurricular opportunities to students to
enhance their professional, academic and personal growth.

4. Develop a proposal for activities that might include new employee orientation, seminars,
workshops, and a mentoring program (estimated timeframe 120 days).

o Each department will track and offer students learning activities that are offered
for other new employees, to be held in each supervisorial district, as practical
and as budget permits, including distance learning.

o A “Survey of Interest” will be forwarded to all Student Workers to determine
what type of extracurricular opportunities they would like to explore, including
possibly observing other County operations, subject to resource availability.



Each Supervisor
September 29, 2008
Page 3

° Include Student Worker opportunities on DHR’s Transfer Opportunities Web
site with specific guidelines for participation.

° Explore the feasibility of having members from Management Council become
mentors.

5. Explore the feasibility of partnerships for career development with local universities, the
County’'s Learning Academy and/or the Management Council, ““including the
establishment of a Certification Program (estimated timeframe 30 days).

o Explore expanding existing partnerships forged through the Community-Based
Enterprise Education Program to promote and recruit Student Workers with
local high schools, community colleges and four-year colleges/universities
(attachment 2).

o Encourage Student Workers to complete their education to enable them to
access professional employment opportunities.

6. Create an outreach strategy to inform students and employees of the Student Worker
Program, including the development of a Web site and/or brochure (completed but not
yet live, estimated timeframe 45 days).

o An orientation packet will be provided by DHR to all departmental human
resources offices to market the program. The packet will contain the Web site
address; all resources/opportunities will be aggregated on that page to
heighten the awareness of the potential careers these young people can
pursue in the County of Los Angeles.

° Develop a countywide campaign strategy to outreach to all County employees
to act as ambassadors for prospective Student Workers about the program.

° Develop a Web site, brochure, newsletter, Frequently Asked Questions (FAQs)
and posters (attachment 3).

o Produce an orientation utilizing a PowerPoint presentation that focuses on
career development ladders.

o Include the program in existing County publications, such as the County
DIGEST, the HR Report and departmental newsletters (attachment 4).

7. Formulate a protocol for addressing Student Worker questions and concerns
(draft/pending approval).

° Use the Web site and FAQs.

° Address communication to both internal and external audiences.

. Student Workers should take their questions and concerns to their immediate
supervisor. However, DHR’s Ombudsman is available to respond and assist in
the settlement of any Student Worker issues.

8. Produce Budget and Staffing descriptions (completed).

* A Human Resources Analyst IV is allocated (attachment 5).

e Assistance from the Chief Executive Office Operations Cluster
(including Workplace Programs), Employee Relations and
Classification/Compensation, will be provided.

e Support from human resources staff in line departments will also be essential.
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9. Define a proposed long-term strategy to track and assess the retention levels of Student
Workers (estimated timeframe 90 days).
* Encourage Student Workers entering their sixth (6) year of employment, or within
a semester or quarter of graduating, to contact the coordinator so that every
effort can be made for future placement. Students must meet the minimum
requirements for any job in which they are placed and compete in the appropriate
exam process. There is no guarantee that students will be placed in any job.
Placement depends on the needs of the service. o
e Utilize an “exit survey” and the County’s automated system to identify which
Student Workers have become permanent.

We have collected survey information from departments regarding the number of Student
Workers, length of time employed, enroliment status, etc., and have compiled this information
into a baseline to be used in future comparisons (attachment 6). Both departments are working
closely to monitor departments to ensure that these objectives are carried out. In addition, the
Chief Executive Office is bargaining with SEIU and some of these provisions may be subject to
consultation or negotiations with the Union.

At the meeting of September 23, 2008, your Board requested additional data addressing health
insurance for Student Workers. The health insurance information will be sent under separate
cover as an addendum to this report. We have emailed health insurance survey questions to all
departments. We are also contacting various schools, colleges and universities to determine
what health insurance plans they offer or require for students.

As noted in the motion, we will report back to the Board on a quarterly basis for the first year
- with a progress report on implementation of the program and annual reports thereafter. DHR
will also periodically audit departments to ensure compliance with the new Student Worker
Program.

If you have any questions please contact me or Michael J. Henry or your staff may contact
Sandra Wallace Blaydow at (213) 351-8945 or sblaydow@hr.lacounty.gov.

WTFES
MJH:STS:ag

Attachments

c: Deputy Chief Executive Officers
Each Department Head
Chief Deputies
Administrative Deputies
Departmental Human Resources Managers

K:\Board Memos\CEO Board Memos Word\09 29 08 Status Report on Student Worker Program.doc
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Attachment 1

kel | Los Angeles County
| G? Department of Human Resources

Class Specification: sTUDENT WORKER
ITEM NUMBER: 8242

APPROVAL DATE: 05/15/2007

REVIEW DATE: May 30, 2007

DEFINITION:

Performs clerical, typing, and other routine duties in order to obtain practical work
experience while enrolled as a student in school.

CLASSIFICATION STANDARDS:

Positions allocable to this class typically report to a permanent staff member of a
County Department and, as a part-time employee, perform a variety of support
functions while developing job skills.

EXAMPLES OF DUTIES:

Uses basic keyboarding skills to prepare, from plain and corrected copy and rough
draft, or from verbal instructions, such materials as reports, letters, vouchers,
receipts, lists, orders, schedules, notices, file cards, statistical data, and certified
copies of documents.

Waits on the public or acts as receptionist in a small office; answers routine
questions of the public, in person or by telephone.

Does all types of filing (alphabetical, numerical, chronological and code), and pulls
and charges out file material.

Posts data, keeps records, and prepares reports in accordance with predetermined
forms and procedures.

Makes out bills, orders, notes, receipts, permits, licenses, etc.
Operates various office machines or equipment requiring little specialized training.

Collects and delivers correspondence, records, packages, etc. on regular
messenger rounds and upon request.

Opens, sorts, time stamps, and routes incoming mail; stuffs, seals, stamps, meters,
and registers outgoing mail.

Searches records and files for data.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=2214 9/26/2008
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Does comparing and proofreading. -
Sorts and arranges documents, correspondence or other material.
May operate a small telephone console.

May take stenographic notes and transcribe them using basic keyboarding skills.

MINIMUM REQUIREMENTS:

TRAINING AND EXPERIENCE:

Current enroliment in an accredited college, community college, or business college,
having academic standing equivalent to at least a freshman in college -OR- current
enrollment as a junior or senior in high school.

LICENSE:
A valid California Class C Driver License or the ability to utilize an alternative method
of transportation when needed to carry out job-related essential functions.

PHYSICAL CLASS:
2 - Light.

OTHER REQUIREMENTS:
Age: At least 16 years of age.

SPECIALTY REQUIREMENTS:

Specialty Examination:

Change Minimum Requirements to Read:

Human Services Academy - Current enroliment in the Work-Based Learning
component of the Los Angeles Unified School District's Human Services Academy.

COMMENTS:

Note: For purposes of medical examining for positions requiring heavy lifting (10
pounds or more), change the physical class to read: 3 - Moderate.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=2214 9/26/2008
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Class Specification: sTUDENT PROFESSIONAL WORKER |

ITEM NUMBER: 8243

APPROVAL DATE: 05/15/2007

DEFINITION:

Performs sub-professional duties in a specific field or service area while enrolled as
a student in an accredited college.

CLASSIFICATION STANDARDS:

Positions allocable to this class typically work under the close supervision of
technical or professional personnel engaged in a specific occupation and perform,
on a part-time basis, a variety of skilled tasks supporting those personnel.
Incumbents are expected to exercise progressively developing skills and knowledge
in the occupational or service area in which they are assigned, while enhancing with
practical experience their academic preparation for working on a full-time or
professional basis in that occupation or service area.

EXAMPLES OF DUTIES:

Assists in collecting and analyzing statistics, doing research, and making
investigations and special studies in a variety of occupational fields.

Assists in the preparation of reports.

Assists in the preparation of press and radio releases.

Assists in the administration of psychological and other tests to patients.

Assists in the performance of laboratory tests and analyses.

Assists in the group supervision and training of juvenile wards of the courts.

Assists in identifying and cataloging birds, mammals, and fossils.

Assists in processing writs and judgments, filing legal documents, and making
entries of legal action.

Assists in work related to the administration of manpower programs for the
disadvantaged.

Acts as guide for student tours of County departments.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=2215 9/26/2008
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Does related clerical work as required.

MINIMUM REQUIREMENTS:

TRAINING AND EXPERIENCE:
Current enrollment in an accredited college having academic standing equivalent to
sophomore, junior or senior year.”

*For specialized examinations change minimum requirements to:

Current enroliment in an accredited college with specialization in the field

of and successful completion of the year
of e

**Specialized examinations are determined by the type and extent of specific
educational background required to perform the duties of the position.

LICENSE:
A valid California Class C Driver License or the ability to utilize an alternative method
of transportation when needed to carry out job-related essential functions.

PHYSICAL CLASS:
2 - Light.

COMMENTS:
Title change effective May 15, 2007. Former Title: Student Professional Worker.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs 1d=2215 9/26/2008
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k4| Los Angeles County
;7 Department of Human Resources

Class Specification: STUDENT PROFESSIONAL WORKER I
ITEM NUMBER: 8258
APPROVAL DATE: 05/15/2007

DEFINITION:

Performs sub-professional duties in a specific occupational field or service area
while enrolled as a student in a Masters or Doctorate degree program at an
accredited college or university.

CLASSIFICATION STANDARDS:

Positions allocated to this class typically work under general supervision of technical
and professional personnel employed in specific occupations and on a part-time
basis perform a variety of skilled tasks, assignments and projects supporting those
personnel. Incumbents are expected to gain knowledge, practical work experience
and develop skills in the assigned occupational category or service area to enhance
their academic training and preparation for full-time professional employment in said
occupation or service area.

EXAMPLES OF DUTIES:
Assists technical and profession staff by:

Collecting, tabulating and/or analyzing statistics, conducting research,
investigations and special studies in a variety of occupational categories or
service areas.

Interviewing and consulting with county employees, officials, and interested
persons or groups on matters related to work assignments.

Preparing reports detailing study findings and develops recommendations.

Developing presentations and charts detailing analyses of information and
data.

Depending on occupational assignment may assist professional staff by:
Preparing press and radio releases.
Making presentations to large groups and teach educational classes.

Interacting with community based organizations to elicit their participation in
departmental programs.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=4151 9/26/2008
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Conducting special studies in a variety of occupational fields.

Preparing maps, charts, photographs and other graphic presentations to
illustrate a function within the department.

Performing social services assignments such as supervision and training of
juvenile wards of the court.

Identifying and cataloguing birds, mammals and fossils.
Processing writs and judgments; file legal documents; document and enter
results of legal actions.
MINIMUM REQUIREMENTS:
TRAINING AND EXPERIENCE:
Current enrollment in an accredited graduate college or university program leading
to a Masters* or Doctorate Degree™.
*For specialized examinations change minimum requirements to:

Current enrollment in an accredited graduate college/university program Ieadlng toa
Masters or Doctorate Degree in the field of .

**Specialized examinations are determined by the type and extent of specific
educational background required to perform the duties of the position.

LICENSE:
A valid California Class C Driver License or the ability to utilize an alternative method
of transportation when needed to carry out job-related essential functions.

PHYSICAL CLASS:
2 - Light.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=4151 9/26/2008
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County of L.os Angeles Volunteer Internships
Community-Based Enterprise Education Program (C-BEEP)
Department of Human Resources
3333 Wilshire Boulevard, Suite 1000
[.os Angeles, CA 90010
(213) 639-6352 * (213) 639-0940 FAX
interns(@hr.lacounty.gov

http://dhr.lacounty.info/CBEEP.asp

For other internships, visit http://dhr.lacounty.info and click on internship opportunities.




How to Apply for an Internship

» Qualificd applicants are currently enrolled juniors, seniors or graduate students in good academic standing.

» To apply, please visit the C-BEEP internship opportunity database on the County’s Department of
Human Resources Web site at http://dhr.lacounty.info/C

» Once you have identified 2-3 projects. email their corresponding project numbers in order of preference and
a réesume to interns@hr.lacounty.

While C-BEEP internships are unpaid. most internship experiences are rewarded with academic course credit
through its partnering 21 universities. The County of Los Angeles and its more than 10 million residents
benefit from the effort and enthusiasm ofits C-BEEP volunteers, who, in turn, gain invaluable insight into civil
service and are offered an opportunity to apply their skills in a “real” work environment.




Intern Survival Tips

Getting Started
» Develop a realistic self-assessment
» Utilize on-campus resources
» Set specific goals

Research
» Know your employer
> Be familiar with the corporate culture and find out its mission statement
» Learn industry buzz words

Professionalism

» Provide a reliable contact number
Develop an appropriate voice mail profile

» Use an e-mail address appropriate for business

- Stay away from e-mail addresses like:
Shy Gurl@  WarChild@ Pool Party Weekend@  JungleQueen@
Use spell check and a thesaurus to verify your resume for:
Spelling Grammar Punctuation

Interview Skills
» Make eye contact
» Offer a firm handshake

>
» Dress conservatively
» Sell your strengths

Follow-through
» Send a thank you letter
» Follow-up promptly
» Communicate your expectations

Success on the job
» Take internship seriously
» Learn the culture
» Dress appropriately
» Beontime
Follow agreed upon work schedule

“To Enrich Lives Through Effective And Caring Service”
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COUNTY OF LOS ANGELES
", DEPARTMENTAL HUMAN RESOURCES OFFICE LISTING
Wi FOR JOB INFORMATION

County of Los Angeles Open Competitive Job Information Hotline
For the Latest Information on Job Openings in County of Los Angeles Departments,

call the 24-hour Hotline. . . . ... ... (800) 970- LIST (56478)

Affirmative Action Compliance (Hall of Admin. - Room 780)............cccce....... (213) 974-1025/(213) 893-0087
Agricultural Commissioner/Weights & Measures * ..o, (626) 575-5464
RitEricie FUBHE DEFERERE . xommavsecssummnmassmosmssasyyms s gays s g oo ey oy s e R (213) 974-8244
Animal Care and Control * .......cceieriiiiimierrenrreree e enserresessnasssnssrernnssesansrreanssrsanerennans (562) 256-7101
Assessor{Hall of Admim. *Reom 350) uassussssvsmmmsnmmssmommss e i asm i s (213) 974-3161
Auditor-Controller (Hall of Admin. = ROOM 410) ...cviiiiiiiiiiiiiiiiiiiiii s (213) 974-8512
Beaches amd Harthiors T enmnnmmnnniniaimiimass s s (310) 577-2154/(310) 305-9575
BOArd Of SUPEIVISOIS ..iveniiirieriserinresnrirnersrssersssrrasnerssnsressssrns s sssssssenssssrenssrennsennes (213) 974-1421
Chief Executive Office (CEQ) (Hall of Admin. - ROOM 785) ...civuiiriiuiiiieiiieeriereeeee e, (213) 974-2363
ChieF Information OHIEe sue sy e (213) 974-1721/(213) 974-2008
Child Support Services Department......ccocviriiiriirrearrerrres e rresssssrrnss s rrnssrassresrnsassssnrnnsees (323) 889-3301
Children:ang Family SEIrVICES ssmssssss s s o s s am sy i s s s (213) 351-5898
Job Information LiN€ .......cccessssssssssssssssssssssnsssssnes (213) 351-6417

Community: Development COrmIISSION . cusssiviss v sses v ivs s s s s (323) 890-7019
JOb InTormation LI ....ccxvssesssvrvnsssnssevssonsanssssersnn (323) 890-7326

Community & SENIOr SEIVICES ¥ .....iiiiiiiiiiierie et re e e e e s e e e rrrr s e s e s s e rnnennes (213) 351-8905
Consumer Affairs (Hall of Admin. = Room B-96).....cuuwiunamnanmmmmimesiimminsmimmam (213) 974-9774
L8] o] T PP (213) 738-2084/(323) 343-0710
County Counsel (Hall of Admin: -~ ROOMT B48) cvisiswsiimmnivinssess i v (213) 974-1971
L5555 il T T TS DU O S —— (213) 202-7730
FIEE DR IETYRERIY, o imii s th fnimnss bl A S S Aan o A A BRSNS KRR (323) 838-2239/(323) 881-2431
Job Information Lin@.........ccccecuervecnenens — ceenens (323) 881-2308

HEAITN SBIVICES. ...ttt et s b e e e st e ete e et aeeanseabeseaneeenseeeaneeas (323) 890-7924
Actan Bebabitation Conter s o i ms i s Giasssii (661) 269-0075
Harbor-UCLA MediCal Center ....uvueurruiiiieereiriei s s v e rerrrsasssssesessrensssnnssansessnsnans (310) 222-7907

High Desert Health System ...... (323) 869-7050/(213) 738-2057/(213) 738-2084/(661) 945-8301
BV O -5 To (o2 Loy Botes) U L) R RO ————— (323) 890-8382

o Call Health Services for questions relating to job openings within LAC+USC
Valley Care Olive View-UCLA Medical Canter. ..cus s i ivsisivimisss iy (818) 364-7924
Human Relations ComMMUSSION. ......c..evrviiiieiiiee e (213) 974-7611/(213) 974-7624

C:\Documents and Settings\efitzger\Local Settings\Temporary Internet Files\Content.Outlook\G54PRXTE\Dept Human
Resources Listing.doc
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County of Los Angeles
Departmental Human Resources Office Listing for Job Information

Page 2

Human Resources (DHR) Employment Information Services Office (EISO) .u.cevivverrvrvnnnnnnn. (213) 738-2084
(Hall of Admin. = ROOM 588) ..evuuiiiiriiiiiiiiiiiiisiiiiessieseeseeeaeesessaseseseanaeserennnssesenannses (213) 974-1146

Hternal ISETIBRE. ™ im0 A S A e AR A AR SR A B (323) 881-4687

L.A. County Retirement Association (LACERA) ........cccooivvieeeeeee e (626) 564-6000 Ext. 3351

LoS Angeles SUPEHIOr COUM ........ooviiriiiecie ittt (213) 974-5224/(213) 974-5444

Coordinates also for the following Court locations:

e Alhambra Superior Court ¢ Long Beach Superior Court
¢ Beverly Hills Superior Court e Los Cerritos Superior Court
¢ Burbank Superior Court » Malibu Superior Court
e Citrus Superior Court e Newhall Superior Court
e Compton Superior Court » Pasadena Superior Court
o Culver City Superior Court e Pomona Superior Court
e Downey Superior Court * Rio Hondo Superior Court
e Fast Los Angeles Superior Court ¢ Santa Anita Superior Court
¢ Glendale Superior Court e Southeast Superior Court
e Inglewood Superior Court o Whittier Superior Court
i l= Tyl = (213) 738-4775/ (213) 738-2823
Job Information LiNe. .sswssscessssssorsmnresnssnnsssasunnnsnan (213) 738-4703
Military and Veterans Affairs .......cecoievreieieeiieies e cere e an e (213) 744-4849/(213) 744-4821
PAUSEUITY OF Alte. cosmampammmurmms i in s BT G (323) 857-6242
Museum Of Natural HISTOMY ....uciiieiiiciiiiiec e rer s rrae e e es s esa e anan s s ennasesnansenns (213) 763-3530
Office of Public Safety/Los Angeles County Police..........cccoovveveeveiiveeenn, (562) 940-8379/ (562) 940-7226
Parks and RECIEAtION ... .cuiiiiiiiriiis i r e e s e s ean e re s e e s b s eanan e essnsessansanes (213) 738-2995
IO oo i s Snrsninsanmnsssmns ssmsas s Esanpe s s s s (562) 940-2659/(562) 940-3986
Job Informalion Line.....usissssisssssvsvsssnssswussssansassa (562) 940-2658
Public Defender (Clara Shortridge Foltz Bldg. - Room 19-320) ................ (213) 974-2960/ (213) 974-2962
Publie Health weewmminsimesnmmmmmasimmmss s s i mmsers s manmsstsnssmrsrssmsandis (323) 890-8488
0] o) o I o = (562) 940-8434
PUblic SOCIal SETVICES s simsss it siimsssnvias fissess smsansonsnanss nnantans sarennsasnsss (213) 639-5516/(213) 639-5518
[l = R —— (626) 458-2141
Job Information LiN@.....csesssesessssessssesssssessesssssnnans (626) 458-EXAM
Regional Planting® s s mmsmmsmimssis s oo i s i e e e s s istse (213) 974-6488
Registrar-Recorder/County Clerk ......v i i esras s essase s essssasasessnsssnsesenes (562) 462-2285
S (323) 981-5800/(323) 526-5611
Treasurer and Tax Collector (Hall of Admin. - Room 490) ......ccvvvivirrnirnens (213) 974-7197/(213) 893-0244
Office of Education:
Classified POSHHIONSG wu.w s s S A EisesTatsmhnmrnn s on e (562) 803-8360
Certificated positions (TeaChers, BLC.) ..o (562) 803-8369
Job Information LINe.e.susvssnisiisssssssnrisviisii (562) 803-8408

* Office closed on Friday

C:\Documents and Settings\efitzger\Local Settings\Temporary Internet Files\Content.Qutlook\G54PRXTE\Dept Human
Resources Listing.doc
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Department of

Human Resources

Michael J. Henry, Director
County of Los Angeles

INSTRUCTIONS FOR FILING AN APPLICATION FOR COUNTY EMPLOYMENT

> Applications are accepted for County examinations only when a bulletin is
posted which announces that the examination is open and applications are being
accepted.

» The bulletin will state specifically where the application should be submitted.
For instance, in many cases, applications must be submitted directly to the
personnel office of the department giving the examination or other designated
offices stated on the bulletin. In some cases, the bulletin information may state that
the application must be filed in person.

» Applicants should complete and submit the County standard application.

» There is usually a deadline date by which the application must be submitted. This
means that the application must be received in the designated office by the
closing date, otherwise the application will be rejected as late. A postmark date
or dropping the application in the post office on the deadline date is not sufficient.

» Some bulletin announcements state that the examination will remain open “until
the needs of the department are met.” Therefore, when a department determines
that there are enough applications received, the department may close the
examination immediately at the end of that business day and not accept any more
applications. There may not be any advance notice of the closing, so an
applicant should file an application as soon as possible.

> Applicants should read carefully all the instructions on the bulletin and on the
Information Sheet attached to the application form. Additional information may be
required including proof of degrees or licenses required for the position.

There are Different Kinds of County Examinations:

» Open Competitive (OC) — open for filing to all members of the public and County
employees who meet the requirements for the position.

> Interdepartmental Promotional (IP) — open to permanent County employees
who have completed their first probationary period.

» Departmental Promotional (DP) — open only to permanent County employees in
a specified department who have completed their first probationary period.

“To Enrich Lives Through Effective And Caring Service”



weiboij
uoneINpy
asudiajugy
paseqg-Aunuiuo)

SdIHSNU3LNI

4 SANPESID YA n_m:_u_z_uc_/
paylnenb 1oy} suonepowwolle
a|qruoseal aplaold [im ‘3sanbau
uodn ‘pue safojdwa Apunioddo
1enba ue s sappbuyy s07 o A1unon) Aty

.m

-, J. 2
ux—-_—@i i

BICIUpSETgsuISTUl
ojurAyunoseayp//:diy
75£9-6E9(€17)

01006 v saiabuy 507
0001 2NS ‘PILADINOT AMYSIAN £EEE

JAUUDSIA JO J0I2(]
AL T 1PEUIIN
RN Ta RUTTE
UIADU0IUY (] [PEUDIN

LRSI ULN0S
ageuy uod

151 pay )
AYSAR[SOIEL ADT

L3S PUO22S
29INg 'g SULOAA

1DUISICT IS
BUITO PO

SUOSIANAJING 40 auvOog

ﬁ.ﬁo.ﬁ:r .

.:O_wam :Omumu_._um._c
4949 9yl 1B uIdlul yoea ol papiaotd aq
1M uonewLIojul PIjIe1ag  "IUIWLIIUAWSIP
pue yieap ‘Ainfur o1 anp sasuadxd
[eatpaw sapnpur aSe1dao) sannp paulisse
Sunuiojrad jo asinod ayy 3unnp inddo
JuapUL ue pnots agelanod paju sapiaotd
weidold aduBINSU| 1231UNjoA s, A1Uno) ayL

‘panwuqns
uaaq sey diomiaded pajejal jje pue uoIssas
uolzeIuLI0 s YHQ 19ye jun sdiysusaiul
J12y1 ui8aq 03 sIUAPRIS MoJ[e Jou swuawedap
1ey1 danesadun si a1 ‘sasodind Ajiqern Jog

. aoueansur
1321unjoA,, toj suwiaul Kjenb [jim swiioj
asay] ‘swilo}  sanuiqisuodsay wawugissy
wiaiu], pue ,ploddy widiug, sMHQ 219|dwod
isnul pue SI2iunjoA palapisuod ale sulaiu|

Ayngenr

‘[B103 Ul pue daam ipea pannbal simoy
JA0M JO I9QUINU JYI AUNWIIIP ISNW AJISIaAIUN
1229 ‘JIP3ID JIUIIPEIE IAIIIIN 01 WIAIUL Ue 104

‘wer8oxd ayy Suizoignd un 1s1ssy e

ey diyswiagur apim-sndwied e 150y e
-ajedpiied oy

slaquiaw £3[noej 28LIN0dU pue WIoU| e

fpdde Ajjeisuad jm

SUIMO)j0J A1 “49AMOH  “uonensiunpe su Aq
paunuialap s1 Ausiaaiun yaea Aq pakerd ajos ay L

Aysianiun syl jo Ijoy

uo WP pue

SJUTURGSET TUP//-any

e S GIM HHA U ¥SiA ‘sapjunisoddo
diysusayu) jo Bupsy ndwo> e j04

"JISIA 21IS AYY JO A}
2 e uonenjesd wesdold e aadwo)y e
‘PAMPAYIS Se oM 01 deun
10 1 4 wuswinedap £unod ayt AJnoN e
‘sarnpadouad pue
sapijod jeyuatunedap Auno) [je mojjo4 e
‘diysurayul 241 Suntels
atojaq ylomaaded YHQ qe 291dwony e
digsuaaaut aya
Furtuuidaq o1 soud YHQ YUM uolssas
UONEIUALIO 71 AlOIBpUBLU B PUIY o
Mpaid
2413231 03 sjuawadnbal jeuonednpa
Kressaoau jo uondpdwod a3 3uipredal
slaquiaw Anoey pajeuSisap 10LIU0) e
‘ANsIaAIuNn
/a8aq10 1aunted e je Surpues dnuapede
poo8 ul juapnis alenpeid 1o I0IUIS
dotunf e se yuawijolua jo jooid aplaold e

:01 paunbal s1 ulalul yaea
‘fyuniioddo diysuiazur ue paidasoe Juiaey

uiajuj ay3 jo oy

..o.F.SH a.wo_c_m _EB:_ d4490 —

,?..m_;:: apeand jo 3._3 .__x::.__ |

ﬁ— M—n.v ,.—..:”—.bm.— .}.__-:-MV uu_: .”_-.._ 2718

..:_- ki 1.-....4-><_Un __-__..uﬂ.—,w .—_.- )

mavdag 1

Mo a.__x,.._a:.c; 2N puesiapun

Afquy L upp g diysuiaym ue .;._“._::.:u W]

sasocland sannadwon aop yuepodun si .




eIy

VIOV S WS RO B NGNS RN gy R
TONNERON el (eemma amgERy e

Keteg g '9 hysodsog sy 'y

BB PO L SRRy N

SO Aunune) *9 SOU34R0K3 NN, 7

| e e ey oo e
“ 1000 Ueig eIl
oy o g sy s s

_W woissiy Aunog
_ "5 g a0 0] ou s gl o e iy
3112 10} [30L Au| B Sjuawaayde 1no yBnoly) pazuBoer aq o uoneidse wy «
f o 40 aney ) sweiboid ayeepun o) Aggedeay +
4q paysigeisa
st 1saiapun ogand ayy ol Bupon asoy) soj uonezqretise reiwaid sy se wopsod ingy
U fuy © U IR Ve 2 3 av - Ssauansuodsay »
[enpipul i § lyun ) anjen am~ KIsIanip Joj joadsay
“BOURYRONA J0 DIRUESS i © 0} Liojiad oM - WsijeuOISS3|0l »
'SR 100 o usissuon 92 k- Bl o
"HOSSIU N B3408 ) S BB )0 e o - ooy ¢
"R B0 U2 LI B U 40 DR DUE AIEE BN 4501 Bl - VOSSedog o

“aE] & SUDE
al) pUe ayew an sumsioap ay) o] Auyysuodsas jdecoe am ~ ALJIgEIN03YY »

“posdioe 0
et uogos ¢ uye00; ") Burasaq Buspey yoea oo an - apmNe op-Les y »

i590[En aJets 100U PaIDUE | LOReIogeqod pue yoised| 0 fgdosolyd iy
"SI0 PR SBSSEUIS ‘SERLE) STpRU o fuedsoid

pue Guacan “ouaesgns s ot afoud 1 eowis 3y fgenb uBly pue oy
“ausuodsa) upiond A Aunog saebuy su7 i o fgent oy aroidu 05t asodind ing

uoisi, Ayunoy

“onaded i

SOATE BT,

WD Aarong
“sopabuy 507 Jo fyunoy

“puo §.1931s9WUD2s
3yl 18 YHQ Aq papiaoid swioy
uonenpeas wiaiul 3ddwo) °
“YHQ 03 1npoad
Jlom [euy jo sapdod apiaoiy °
‘susaiul Aq pasiom sinoy
JO l10jBUIpIO0D (23junjon
Jeauswisedap 12yl Ajnop °
“udwudisse 1y unojad o1
juaurdinba pue Supjied ‘adeds

221JJ0 UllM SUIIlUl IpIaoid °
‘Sulalul
2)enjeAd pue asiatadns 23|35 °

‘sdiysusagul jdaode
oUyM SIU3PNIS Jo YHA AJnoN o
*DU3IAAXI jlom njSurueaw
piojje eyl sjudwudisse
pue soafoud Aenb dojanag °
*SWIANI N2 01
saey diysuiajui/iaaied pusny o
“4HQ yum
UOSIE| SE 9AIIS 0] 101BUIPIO0D
jeyuawiiedap e ajeudisag °

:03 22.8e syuawntedap funo)

ssusunsedsg Aunod

sa[auyy so] jo Ayunor)
[puuosIag jo ropam(]

hhﬂu—l— I [PRYDIN —

A0I0pIOM 1)) Ao a10M

a_‘_
L#ﬁ:_ _____S L..v:q._s .>_u=_z w: j_uq.n.ﬁ .:.__.u.@:r
.__.u.._._— _:n_—m.aa aouanadxa ;_.:_..S __:W::_f_c_:
HIEE 07 sl A0y _Z_:_——::.._lo anbiun v si
L\.—‘uﬂu.w_ uonedniaed 2y oy syjauag

ATRRG Ty A WL U pue “sytom JTUDLHILASAOT

_~..‘w:_ .e_::_ Jw_ o “;_nqn. EXLS A—__L_s_—_r“,

'SIDIAIIS
Ayunon pasueyua to/pue sSulAes

1500 ‘suieS A3lanonpotd siojiuop °
‘syuawalmbai weidold yum aouerjdwod

aInsua 01 spiodas diysurul supny ®
syuedned

weiSoud wroyy sUi10) LOIEN|ERAD §123]|0D) °
'S3UBPNIS WO ddeqpasy

uteg 031 S1SIA 315 I0M SIINPUOD °
ian1enbuaisawas yoea

SUOISSIS UOIIBIUILIO AP[Pam-1q S1INPUOD) °
‘weadoud aseqeiep

[euIau ue SuIsn ‘SuIdur JHe-0) SRy °
-sney diysuragul jo sjuawisedap

Aluno) sayliou pue Sa3lBUIPIOOD ®
'samumtoddo diysuisiur fauno)

J0 29[y 13isew e sajepdn pue sureluiep °
“daag-D 1oy Lmaidia

I12U1 2INSUD 0] SIIBPIPUBD SUIAIISAI s
‘sulaiul

1N1231 01 s11e) dISIIANUI/IIVIED SPUINY ®
'SIUAPNIS pue SINISIIAIUN

‘fyunon) a1y} USIMIIq UOSIEI| SB SIAIS °

Ajeanypads pue d994-0) sivisiunupe
(4HQ) saoanosay uewny jo juawledaq 2yl

$224N0S3Y ueWNH J0 uCUEu.:wQUD
sajabuy so7 jo funod

o

‘JUdWUSISSE WOOoISSe]I-UuoU
e ym Suueay qol ayl uo, sjuapnis
11213 1340 01 Aunitoddo 313 aAey Sa1IISIAIIN

‘S3Ipald 3a3a[[od SuluILa J[IYM JIUILLOIIAUI
jdom fead, e ul Apnis jo piay oyrdads
nay1 Aidde oy Aunyioddo ue pasayo are pue
ARSI ojun yBisur wies ‘wesdoad a Jo
S1010EjJauaq tofetw A3 aIe oYM 'SULIdIU] 'SIUIPNIS
JO ,SEapl ysaly, pue WseIsnyua ‘yiom ayl
wolj s133uaq AUNoD Y 'IJIAIDS JUBWILIDA0S
pue a2uanpdxa qofl 'uoneanpa ‘wsiadUN|oA
guurquod ‘wesdord anbwn e st g4949-)

-uonendod
1seA 5,A3uno) Jyr 01 9314195 Alljenb
apiaoxd 01 anunuod 01 Aunioddo
ay1 siuawiredap AyunoD pilojje o1 e

pue adioppom
2y J23ud 03 syuapnis aiedard o1 e
1 Aunwiuod
Jo 3uauiianag 3y wr shejd Juawuianod
[BEDO] 1BL] 3ol 213 pue .wu__?._Um AR Jo
uipueIsIapuUnN $UIPNIS & UIPEOIG 0 e

ploJaaaLd 1 (JHEE-) Jo asodand ay

‘sjuawusisse qof waogtad pue syafoid
(j2aeasal 1d3npuod o3 syudwiiedap Ayuno)
up susajur se pasejd ale syuspnis paylend
‘Aruay [ [9BYII JO UO1IDANP 3Y) 1apun
‘Sa21n082Yy Uewing jo uauniedaq s funod ay
Aq paraasiunupe st pue ‘9gg] Ul stosiasadng jo
pieog sfuno) ayy Aq paidope  Asnownueun
sem (d99-)) werdoad uoneonpy asdiajug
paseg-fuunwwo) sajaSuy so jo Auno) ay,

weiboud diysuiaiuj
d3a3g-J3



Community — Based Enterprise Education Program

Student Rating Form
(Please print legibly and fill out completely)

Student Name and ID #:

Daytime Phone #: Class Standing:

Address:

E-mail Address:

In order of preference, please list the internships you are considering.

1

County Department Project Number
2

County Department Project Number
3 _

County Department Project Number
&4

County Department Praoject Number
5 e

County Department Project Number
6 _

County Department Project Number
7 __

County Department Project Number

“To Enrich Lives Through Effective And Caring Service”



Department of Human Resources WMostRequested . Enter a search term Search [

Cotinty Home! §Home!' About this Site I Online Services

e

Contact Us | FAQ [ PUBlic tnfol| Public Alerts | Lanauadel\x=Ye t (g1 s L% ]

¢ ™
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¥
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P Career Opportunities
P Employee Benefits For special announcements regarding current job opportunities, click the following:

Los Angeles County
Learning Academy « Sheriff's Department — Deputy Sheriff Trainee or Custody Assistant
T = Fire Department — Be a Firefighter!

Class Specifications « Probation Department — Officers, Detention Services, Night Supervisors

Class and Salary = Los Angeles County Police is now Hiring
Listings « Nursing Job Opportunities

= Clerical Job Opportunities

« Information Technology Job Opportunities

P County Documents

Internship
Opportunities
Veteran Internship
Program

Established in 1994, the Department of Human Resources
(DHR) fully embraces the County of Los Angeles Strategic
Plan: “"Our purpose is to improve the quality of life in Los
Angeles County by providing responsive, efficient and high
quality public services that promote the self-sufficiency, well-
being and prosperity of individuals, families, businesses and
communities.”

Public Information
Request

How to Get Here
County Digest
The HR!Report
Additional Links

Director of Personnel

Our Web site serves as your on-line resource for employment opportunities in the County of
Los Angeles. We are excited about the variety of on-line services and information currently
available such as:

- Detailed summaries of each division’s operation within DHR
» The Learning Academy for career development and training
 Online job searching

= Executive positions and special recruitments

- Employment practice tests

- Internship opportunities for Veterans

- Internship opportunities for college/university students

- An Employee Benefits Web site and online annual enrollment

A great feature to our Web site is the Job Interest Card that sends notices via

e-mail when employment application filing begins for a specific position. When seeking a job
that is not currently open for filing, jobseekers may search the County's database of
classification specifications and fill out a Job Interest Card for each specification. Also, when
searching for jobs, applicants have the option of filing for exams online, when available. Online
applications are accessible for many of the jobs posted and have links within each job bulletin
for filing online.

The Department of Human Resources offers many other valuable resources and services, and
with the addition of new links, you will experience greater ease in maneuvering throughout the
site. For additional information about DHR and the variety of other services available, please
click here.

We are dedicated to providing equal employment opportunities for all qualified people. Our
objective is “To Enrich Lives Through Effective and Caring Service.”




Depﬁl"tme'n't of Human Resources

g7

Wife-12 LA, County?
o P/

Prertners for HR solutlons

OMBUDSMAN/COMMUNITY LIAISON

The Ombudsman/Community Liaison Division serves as the communications center of the
department, producing-organizational brochures, flyers and materials of information. The
Division serves as the face of the County at community job fairs throughout the five
Districts of the Board of Supervisors. The Division is responsible for publishing the
County DIGEST, the County’s employee newsletter, and The HR Report, a human
resources technical update for HR professionals. Through the Community-Based
Enterprise Education Program (C-BEEP), the division places university students as
volunteer interns within County departments. These interns receive college credit after
completing specific projects, research or studies ordered by the Board of Supervisors.
Funding has now been allocated for the development of the Crime Laboratory Internship
Program at the new Hertzberg-Davis Forensic Science Center Crime Laboratory targeted
for implementation in the near future. The Division also handles Countywide employee
recognition programs, such as LA COUNTY STARS! and Public Employee Recognition
Week. The Division administers a number of Board-ordered outreach programs that
target the needs of local university students, youth that are released from the foster care
system, students in general, and Veterans. The Division is responsible for addressing all
questions and concerns which posted on the DHR Web site, as well as calls that come in to
the general information telephone line. The Ombudsman also handles specially planned
communications projects and individual complaints from County employees on personnel
matters.

Forms

» On The Spot Recognition Form
« C-BEEP Forms
» Veterans’ Internship Program Forms







To apply for Student Worker

positions, go to dhr.lacounty.info
or call (213) 639-6354
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Department of Human Resources

“To Enrich Lives Through Effective And Caring Service”






How to Apply
Student Worker

Minimum Requirements: Current enrollment in an accredited college, community college, or business college, or as a
junior or senior in high school. Age: At least 16 years of age.

Selection Requirements: Current enrollment in an accredited college, community college, or business college, having
academic standing equivalent to at least a freshman in college. Incumbents in Student Worker positions that require
driving must be at least 18 years of age.

Student Professional Worker I

Current enrollment in an accredited college having academic standing equivalent to sophomote, junior or senior year.
Student Professional Worker 11

Current enrollment in an aceredited graduate college or university program leading toia Masters or Doctorate Degree.

Download a hard copy of the County of L.os Angeles Employment Application from
http://easier.co.la.ca.us/JobsInfo/empapp.pdf.




Student Worker Survival Tips

Researceh

# kKnow vour emplover

» e Lanular with the corporate culture and find out tts mission statement

~ | ocarm mdusirs b waords

Professionalism
~ Lise an c-matl address approprate Tor husiess

r Stav away (rom e-mal addresses like

Shy Crurl o \War Tildier Pool Party \Weckendia lungleCueena

Interview Skills
Viake ev e contact
Oter a T handshak.
|

P IessS COIst

Sell von

Follow-through
Send a thank ot et
Follow -up promptl

XV b L BINl

Success an the job
£ lake vour job sertoushy
I ¢arn the culture
# Dress approprrate
Be on tme and follow agreed upon work schedule
e honest and courteous

P3¢ ,1}'{![(‘~\\i=;||.‘l| m performimg duties and vesponsibilities

Provide clear and accurate informaton to customers and co-workers

Lreat Tellow emplovees, the public. and all outside contacts with
constderation at all trimes

Comply with all County policies and rules

Mamtam a neat and sale personal workspace

Lise care to operate office equipment correg LI

“To Enrich Lives Through Effective And Caring Service”

respect and
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Be a

There are six open-continuous examinations for Student Worker by

the following departments:

« Community and Senior Services
Exam: 682426C ($9.63 hourly)

« Department of Beaches and Harbors
Exam: 18242M ($9.63 hourly)

+ Department of Beaches and Harbors/W.A.T.E.R. Program
Exam: I8242N ($9.63 hourly)

« Department of Human Resources
Exam: R8242M ($9.63 hourly)

« Fire Department
“Exam: 38242B ($9.63 hourly)

« Sheriff’s Department
Exam: J8242K ($9.63 hourly)

Minimum Requirements: Current enrollment in an accredited college, community college, or
business college, or as a junior or senior in high school. Age: At least 16 years of age.

*Selection Requirements: Current enrollment in an accredited college, community college. or
business college, having academic standing equivalent to at least a freshman in college
(OR current enrollment as a senior in high school for Public Works positions). Incumbenis in
Student Worker positions that require driving must be at least 18 vears of age.

Application Instructions: Download a hard copy of the County of Los Angeles Employment
Application from http://easier.co.la.ca.us/Jobslnfo/empapp.pdf or file online for the
following departments:

. https://easier.co.la.ca.us/easier/Applicant/applicant logon.cfm?exid=1280
for the Department of Community and Senior Services Exam 682426C

. https://easier.co.la.ca.us/easier/Applicant/applicant logon.cfm?exid=976
for the Department of Beaches and Harbors Exam 18242M

. https://easier.co.la.ca.us/easier/Applicant/applicant logon.cfm?exid=977
for the Department of Beaches and Harbors Exam 18242N

. hitps://easier.co.la.ca.us/easier/Applicant/applicant logon.cfm?exid=417
for the Department of Human Resources Exam R8242M

. https://easier.co.la.ca.us/easier/Applicant/applicant logon.cfm?exid=437
for the Fire Department Exam 38242B

. Only hard copy application submission for the Sheriff’s Department.

Select only one method to file application.

Web Site: http://dhr.lacounty.info Click on “Career Opportunities” on left side of screen,
then click “HR Job Search.” Highlight “Clerical/Secretarial/Student Worker” under “Job
Types™, then click “Search.” The six Student Worker examinations are found in the middle of
the search results. Click on one to see the detailed announcement for the job which lists
description and requirements, as well as application instructions.

For more information, please contact Sandra Santana from the Department of Human
Resources via email at ssantana@hr.lacountv.gov or by phone at (213) 639-6354.

“To Enrich Lives Through Effective and Caring Service”



sample page of The HR Report

~ Student Worker

ﬂre HR Report

Attachment 4

Get a Life!
Be a

Student Worker Program -- Get Involved!

The purpose of the Student Warker program is to give
eligible students the opportunity to obtain valuable work
experience while encouraging them to complete their
educational goals. Upon completion of their education,
student workers are encouraged to apply for positions
with the County of Los Angeles and become permanent
County employees.

To be eligible for the Student Worker pragram, students
seeking employment must meet and maintain the
eligibility criteria that are defined in the minimum
requirements of the class specification, ltem No. 8242,
They are:

@ At least 16 years of age

= Currently enrolled in an accredited college,
community college or business college; have
academic standing equivaient to at least a
freshiman in college; or currently enrolled as a
junior or senior in high school

Work hours shall be determined by the depariment’s
appointing authority and the student. The Student
Worker classifications are temporary, part-time
positions; and the intent of the program is that the
students complete their educational goals and adhere
to the following:

Maintain a C average or better

Maintain full-time status in coliege or school
Not work more than eight (8) hours a day
Work less than forty (40) hours per week

e 9 © o

Student Workers are scheduled to work part-time to
ensure that they have sufficient time to focus on their
educational pursuits. However, based on the needs of
the department, hours may be flexible to accommaodate
work during non-instructional periods and school
holidays.

The Student Worker positions shall be filled and
compensaied on an “hourly as needed” basis.

Work assignments must be consistent with the duties
and responsibilities that are outlined in the Student
Worker’s class specifications. While we encourage the
students to gain valuable work experience, they shall
not be utilized to perform the duties and responsibilities
of a permanent County classification or item.

Student Workers’ continued employment is contingent
upon the needs of the County and their meeting and
maintaining the minimum requirements of their
respeciive class specifications.

Student Workers shall be allowed to attend, with pay,
new employee orientation, seminars, workshops or
training programs designed or coordinated by their
Department or the Department of Human Resources.
Employment in any Student Worker classification shall
not exceed six (6) years.

-R.



Share It...Student Worker
Program

The purpose of the Student Worker program
is to give eligible students the opportunity
to obtain valuable work experience while
encouraging them to complete their
educational goals. Upon completion of their
education, studentworkers are encouraged
to apply for positions with the County of
Los Angeles and become permanent
County employees.

To be eligible for the Student Worker
program, students seeking employment

must meet and maintain the eligibility criteria that are defined in the minimum requirements of the class specification, ftem No.

8242. Theyare:

o At teast 16 years of age

=  Currently enrolled in an accredited college, community college or business college; have academic standing equivalent
fo at least a freshman in college; or currently enrolled as a junior or senior in high school

Woaork hours shall be determined by the department’s appointing authority and the
student. The Student Worker classifications are temporary, part-time positions;
and the intent of the program is that the students complete their educational
goals and adhere to the following:

Maintain a C average or better

Maintain full-time status in college or school
Not work more than eight (8) hours a day
Woaork less than forty (40) hours per week

° o o o

Student Workers are scheduled to work part-time to ensure that they have
sufficient time fo focus on their educational pursuits. However, based on the
needs of the department, hours may be flexible to accommeodate work during non-
instructional periods and school holidays.

The Student Worker positions shall be filled and compensated on an “hourly as
needed” basis.

Work assignments must be consistent with the dufies and respensibilities that
are outlined in the Student Worker's class specifications. While we encourage
the students to gain valuabie work experiance, they shall not be utilized to perform
the duties and responsibilities of a permanent County classification or item.

Student Workers' continued employment is contingent upon the needs of the
County and their meeting and maintaining the minimum requirements of their
respective class specifications.

Student Workers shall be allowed to attend, with pay, new employee orientation,
seminars, workshops or training programs designed or coordinated by their
Department ar the Department of Human Resources,

Employment in any Student Worker classification shall not exceed six (8) years.

0

Members of the Board

Yvonne B, Burke
Chair
Second District

Gloria Molina
First District

Zev Yaroslavsky
Third District

Don Knabe
Fourth District

Michael D. Antonovich
Fifth District
Michael J, Henry

Director of Personnel

Sandra Wallace Biaydow
Ombudsman/Community Liaison

John S. Mina
Managing Editor

Martina Abgaryan
Editor-in-Chief



HUMAN RESOURCES ANALYST IV Page 1 of 2

Attachment 5

Los Angeles County
Department of Human Resources

Class Specification: HUMAN RESOURCES ANALYST IV
ITEM NUMBER: 1913
APPROVAL DATE: 01/05/1995

DEFINITION:

Conducts complex administrative studies and analyses of County personnel issues
and provides professional services to operating departments regarding complex
problems in the administration of Countywide Human Resources programs.

CLASSIFICATION STANDARDS:

Positions allocable to this class are restricted to the Human Resources Department
and analyze and make recommendations for the solution of complex problems in
analysis and administration of Countywide programs. The positions carry out
assignments in programs such as compensation, examining, classification, benefits
administration, appeals and advocacy. The incumbents must demonstrate a
knowledge of administration, leadership ability, and skill in working with others.

EXAMPLES OF DUTIES:
Conducts the more difficult studies and analyses of Countywide programs and
procedures.

Constructs programs, methods, and procedures for the resolution of the more
difficult problems related to Countywide Human Resources programs.

Presents findings and recommendations for changes in program policies and
practices to line management.

Develops new or modified policies, programs, and procedures for the resolution of
difficult problems.

May lead a team project in carrying out assigned duties.
Provides orientation and training to other analysts assigned to the organization.
May assist in the supervision and evaluation of other analysts.

Consults with and provides advice and guidance to operating departments in the
more sensitive matters of program administration.

Interprets the County Charter, the County Code, State laws, and policies of the
central agency.

http://dhrdcap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_id=637 9/26/2008



HUMAN RESOURCES ANALYST IV Page 2 of 2

Confers with representatives of other governmental jurisdictions and private firms to
exchange information.

Represents the division, the department, and the County in meetings, hearings,
conferences or workshops.

MINIMUM REQUIREMENTS:

TRAINING AND EXPERIENCE:

One year of experience in a staff capacity analyzing and making recommendations
for the solution of problems of organization, program, systems, budget,
compensation, or personnel, at the level of the County of Los Angeles class of
Human Resources Analyst Il or higher.

For specialized examinations, the following experience will be required:

Specialty

Classification

TRAINING AND EXPERIENCE: One year of the required experience must have
been performing job analysis, job evaluation and salary determination at the level of
the County of Los Angeles class of Human Resources Analyst Ill or higher.

Recruitment and Selection

TRAINING AND EXPERIENCE: One year of the required experience must have
been performing employment recruitment, selection and placement activities at the
level of the County of Los Angeles class of Human Resources Analyst Il or higher.

Organization and Employee Development

TRAINING AND EXPERIENCE: One year of the required experience must have
been in the design, administration, and evaluation of organizational and employee
development programs at the level of the County of Los Angeles class of Human
Resources Analyst Il or higher.

Selection Research

TRAINING AND EXPERIENCE: One year of the required experience must have
been in the development and validation of employee selection instruments at the
level of the County of Los Angeles class of Human Resources Analyst Ill or higher.

LICENSE:
California Class C Driver's License.

PHYSICAL CLASS:
2 - Light

http://dhrdeap.co.la.ca.us/classspec/index.cfm?fuseaction=preview.detail&cs_i1d=637 9/26/2008
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